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Monthly Timelines
Monthly billing reports are mailed out to departments the week after the 1st 
paycheck of the month.

Departments have four weeks from the run date on the Billing Summary 
Report (approx. 3 weeks from receipt) to balance their accounts and send in 
adjustments.

 Try to stay caught up!  Being behind the deadline schedule at the 
end of the year can cause inaccuracies on your employee’s W2s.

The Summary Sheet that comes with the reports must be submitted to DAS 
even if there are no billing adjustments necessary for the month.

DAS will start statewide balancing and processing of adjustments after the 
departments’ deadline.

Refunds do not run until statewide bills have been processed.
 Insurance refunds only run once a month.
 Adjustments must be turned in by the deadline to assure an automatic 

refund is applied instead of paid out.
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Refunds
The payroll system is self-correcting between the 1st & 2nd insurance pulls for a 
month’s premiums.

 Any over payment pulled in the 1st half will automatically be refunded. 
 Any under payment will be caught up in the 2nd half, if there is a warrant.

If an employee share pulls from the 1st half and then there is no pay warrant for 
the 2nd half pull, the system assumes termination and puts the 1st half on the 
automatic refund report.

The 075N192-A (health) & 075N181-A (dental) insurance reports show 
your automatic refunds for the month.

If an employee went on LWOP for the 2nd pay period, you will need to do a 
manual billing adjustment to pay the missed portion of the premiums and apply 
back the 1st half refund.

If the deductions for an employee were wrong for both insurance pulls, a manual 
billing adjustment will be required. 
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Balancing

Information Needed:

 Monthly Insurance Reports
 Payroll Journal Grand Totals

• You can find monthly totals in the Data Warehouse on the 
Payroll Journal Finals or Insurance Deduction reports.

 Rewrite and Cancellation reports from Data Warehouse
 Use the Deduction Schedule to find the correct pay periods to use 

for the month.

Use the Payroll Journal Recap Reconciliation Worksheet to enter your 
information for balancing.





Worksheet can be found on-line at: 
https://das.iowa.gov/human-resources/hr-info-hrapa#InsBillings



Payroll Journal Final



Deduction Summary



Rewrite Journal Page 1 



Rewrite Journal Page 2



Cancellations Journal 



Cancellation Of Insurance Refund
Don’t add cancelled refund warrants into regular payroll warrant cancellation numbers.  
Refund cancels will look like this:



Automatic Refunds



Transfer Between Carriers
Reports:  075N192B (Health) & 075N181B (Dental)

• In this example the employee was in a code SI400 (BCBS IA Select) for the first 
half insurance pull and changed to a code CI600 (Blue Access) for the second half 
insurance pull.



Your totals should balance with the amounts on your Insurance Billing Summary report.



Worksheet can be found on-line at: 
https://das.iowa.gov/human-resources/hr-info-hrapa#InsBillings
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Where To Find Issues That Affect Balancing

 Check Data Warehouse for rewrites and cancellations.

 Automatic Refunds-Check Refund reports. 
• 075-N192-A Health
• 075-N181-A Dental

 Transfer between carriers – Check Change reports. 
• 075-N192-B Health 
• 075-N181-B Dental

 Transfer between departments between the 1st and 2nd pull
• First half employee share would have pulled from the old department, 

the second half from the new department. 

 Just because you balance doesn’t mean you don’t have billing adjustments!  
• Late P1 changes (both pay periods have already pulled) and people on 

leave without pay for both pay periods won’t cause you to not balance.
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Carriers

 Billings are balanced and adjustments done by individual carrier.  The 
billing reports are specified by carrier.  The carrier name will be 
indicated on the top of the reports.

 Use the carrier names on your Insurance Billing Summary sheet.  
• Current health carriers are:

o National Choice (BCBS/ Iowa Select Network)
o Iowa Choice (Blue Access Network)
o SPOC (Alliance Select)

• Dental:  Delta Dental & SPOC Dental
• Life & LTD:  The Standard

 Don’t use “Wellmark” as the carrier name on the adjustment forms. 

 You only need one Trustee Report Adjustment form for each carrier for 
a month’s billing adjustments.
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Billing Adjustment Forms

Find forms at:
https://das.iowa.gov/human-resources/hr-info-hrapa#InsBillings











Cover sheet for all adjustments paying in or refunding.



Used to pay in dollars owed by the department for state shares. 



Used to refund 
money back to 
the employee 
or department.



Used to transfer the common amount between two different carriers.



Used to pay in dollars owed by the department for Life & LTD for those not in a leave code.



Use as an attachment to go with the payment when you are only sending in a check for 
Supplemental Life.
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Submission Of Adjustments

 All checks should be written to the State of Iowa.

 Send originals and one set of copies.

 Submit forms, payments and one set of copies to:

Insurance Billings
DAS-SAE

3rd Floor Hoover Building 
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ADJUSTMENT EXAMPLES



































COPY















COPY
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Take a look at the following completed 
adjustment form. 

Why would this form not be processed?
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LATE ADJUSTMENTS

If a billing situation comes up after the deadline and you have already 
submitted your adjustments for that month, proceed as follows:

 Send a revised Trustee Report Adjustment form, adding the new adjustment 
to the bottom and attach the payment or refund forms for the new 
adjustment.

 Any adjustment for a previous month will be reviewed and processed along 
with the current month’s adjustments.

 Make sure to date the new TRA form on the revision line. 
• There are lines in the upper right corner of the TRA form for Revision #1 

and Revision #2.
• Adjust your total amounts and employee totals on the new TRA to 

reflect the new adjustment. 
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Life & LTD

Leave codes 53, 54, 57 & 59 automatically pull basic life and LTD premiums.

Life and LTD deductions and totals can be found on the Employee Payroll 
Deductions Life Insurance & Disability Report in the Data Warehouse.

Life reports with cover memos for certain situations may come separately or in 
with your monthly health and dental report envelopes.

 Invalid Life Insurance Codes
 Life Insurance Changes Due To Age Change
 Group Life With Zero State Share Messages
 Leave Without Pay Codes

• These reports run and are sent automatically.  If you have already 
dealt with the situation, just disregard. 
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Need Help?  Have Questions?

 Use the Insurance Billing Guidebook.  There is a copy in your training 
materials and on-line.
• https://das.iowa.gov/human-resources/hr-info-hrapa#InsBillings

 Email or Call Sandy Mezera at 515-281-8999

 Happen to be on complex?  Make an appointment to stop by.
• DAS-HRE Hoover Building A level

Remember to send adjustments that contain payments to:
Insurance Billings

DAS-SAE 3rd Floor Hoover Building

https://das.iowa.gov/human-resources/hr-info-hrapa#InsBillings

